EMPLOYMENT OPPORTUNITY ANNOUNCEMENT

DEPARTMENTSOF THE ARMY AND AIR FORCE ANNOUNCEMENT #: ARNGT 05-235/ANG 2005-45
OFFICE OF THE ADJUTANT GENERAL

NORTH CAROLINA NATIONAL GUARD OPENING DATE: 19 August 2005

HUMAN RESOURCES OFFICE CLOSING DATE: 19 September 2005

4105 REEDY CREEK ROAD

RALEIGH, NORTH CAROLINA 27607-6410 ANTICIPATED FILL DATE: 16 Oct05
POSITIONTITLE AND NUMBER UNIT/ACTIVITY AND DUTY LOCATION
Secretary (OA) 7004000/80032000 JFHQ-CS, NCARNG, Raleigh, North Carolina

M D # 1210-220
Employment Status
Excepted Service

GRADE AND SALARY (Incl Loc Pay Adj 11.72%)
GS-0318-06 $30,731 - $39,951 per annum

WHO CAN APPLY: The area of consideration for thisannouncement isthe STATEWIDE. Applicationswill only be accepted
from current Excepted employees of the North Carolina National Guard, current military members of the Nor th Carolina
National Guard and any person that iseligible and willing to enlist in the North Carolina National Guard

HOW TO APPL Y: Interested applicants may apply by submitting an Optional Application for Federal Employment (Optional Forr
resume or any other form of application. It isrequired that the Knowledge, Skillsand Abilities (KSA) listed below be addr essed ani
attached to the application. The application and KSA Statement should be mailed to the North Carolina National Guard, ATTN: C
HRO, 4105 Reedy Creek Road, Raleigh, NC 27607-6410. It must bereceived not later than the closing date or if mailed postmar ke
by the closing date. Faxed or E-mailed copieswill not be accepted.

NOTE: Information that must be provided when applying for a technician position is as follows: announcement number ; name;
address; telephone number ; social security number, date of birth; citizenship; education; work experience; and other job -
related qualifications. For moreinformation, call 1-800-621-4136 ext. 6172/6431.

QUALIFICATION REQUIREMENT: Must have nine months specialized experience which demonstrates that the applicant
has acquired the below listed KSA's.

KNOWLEDGE, SKILLS ABILITIES(KSA'S)

Below arelisted the KSA'sfor thisposition. Applicants must address each KSA individually in paragraph format by explaining
any civilian and military work experience (with dates) that provided that KSA. It isrequired that thisstatement be attached to
the application. Failureto do sowill result in the applicant not being considered for this position. For more information or
assistance, call 1-800-621-4136 ext. 6172/6431.

Knowledge of the organization and function, sufficient to refer visitors, telephone calls and mail.

Skill in operating atypewriter. Knowledge of grammar, spelling, punctuation, and required formats.

Skill in taking and transcribing dictation.

Ability to keep supervisor’s calendar, to arrange meetings and confer ences, reserving conference rooms and notifying
all participants, typing travel vouchersand reports.

5.  Ability to establish afiling system, to classify, retrieve and dispose of materials.

AN

CONDITIONSOF EMPLOYMENT: Occupants of thisposition must maintain continuous military membership in the North
Caralina Air_National Guard (NCANG). NCANG status (military grade, DAESC, military unit) and experience must be
entered on the application. Therecommended applicant will not be approved for appointment until they occupy an AFSC in
the NCANG shown under Military Assignment on the announcement. The applicant selected for this position will berequired
to participatein the Direct Deposit/Electronic Fund Transfer Program.

MILITARY ASSIGNMENT: Assignment to a compatible Enlisted position in a unit of the NCANG/NCARNG is mandatory,
Enl: 71, AFSC: 3A0XX




Announcement # ARNGT 05-235/ANG-05-45

EVALUATION FACTORS USED: Personal interviews, review of application and the KSA Statement.

DUTIESAND RESPONSIBILITIES: Thisposition islocated in an Army or Air National Guard organization or unit. Itspurpose
isto serve asthe per sonal assistant and principal clerical and administrative support to one or more supervisors. Organization(s)
serviced is subdivided into subor dinate segments which ar e supervised through one or more levels of supervision or is of limited
complexity wher e extensive responsibility existsfor outside coordination. Participatesin the management of the office by applying
a good wor king knowledge of the organizational functions and proceduresin order to relieve the supervisor (s) of clerical and
administrative support work. Receivesvisitorsand telephone calls and exer cises judgment in screening those which can be
handled personally or bereferred to other staff personnel or divisions. Determineswhen the supervisor should beinterrupted.
Providesinformation desired when routine or procedural matters of the office areinvolved. Schedules appointments and makes
arrangementsfor time, participants, and location of meetingsin accordance with in structions from supervisor. Keepsinformed of
supervisor s wher eabouts to assure minimum delay concer ning important messages or visitors. Receivesincoming correspondence,
screensmaterial prior to distribution, establishes controls, and follows up for the supervisor. Reviews outgoing cor respondence
for proper format, conformance with general policy and procedural instructions, grammar, accuracy and inclusion of necessary
attachments. Returnssuch communicationsto originator for correction. May advise and instruct subordinate officesto obtain
higher degree of compliance with general policiesand correspondence procedures. M aintains office files of correspondence,
directives, regulations, and other convenient information. Arrangesfor travel, arranges visit schedules, notifies organizations and
officialsto be visited, makesreservations, and submitstravel vouchersand reports. Utilizesword processing equipment to select
infor mation from sour ce data or type, from plain copy or rough draft, a variety of material, including military and nonmilitary
correspondence, reports, summary sheetsand staff

INSTRUCTIONSTO COMMANDERS/SUPERVISORS: This position vacancy announcement will be given the broadest
possible dissemination. A copy of thisannouncement will be posted to your unit/activity bulletin board.

ADDITIONAL INSTRUCTIONS: 1. Participantsin the Selected Reserve I ncentive Program will be administered as
prescribed by NGB Pamphlet 600-15. 2. Applicants arerequested to identify, on a separ ate sheet of paper, their race and
national origin from one of the following categories, Male or Female; American Indian or Alaskan native; Asian or Pacific
isander; Black, not of Hispanic origin; Hispanic; White, not of Hispanic origin. Submission of thisinformation isvoluntary
and will be used in support of the NCNG Equal Employment and Affirmative Action Programs. 3. Relocation expenses for
current federal employees may not be paid. Applicantswill be advised in writing at theinterview. 4. Malesborn on or after 1
January 1960 must beregistered with the selective servicein order to be considered for federal employment.

DISTRIBUTION: A, B, C-2, G-25,H-3, J-3, K-3, M, N-12, P-9, Q, W-2, Y-2, R: HRO-1, AGAV-1, AGCS-3, DCSANG-1,
DCSLOG/G4-4, DCSOI -3, DCSPER-3, FMCB-2, 1G-1, SCSM-1, SRAA-1, VCSOP-1
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